’ ’ B i AN
S :; Lo e
B( 1009 ,
b 4
N
- y
N gt 40 A 2

-.., NG

* (gt spartaors logletics)

Dequisition all sdministrative cupilies
Frecessing end moedtoring requet ity for chengss in office space
Preyaratica of tolaphons requirvmmnis and 1istings
Accountable Officar ror supplies and equipmsat

Assist t1n the acguisition of sufc awe facilities

Initiate requosts for Mnung aid Reproduction m

(Terst ]
mwwmmummrwmm
Eamdle Credlit Unics losns asA peyments for ruummx
Prepare duty stntus reports Cor comtract sad staff sgant persoemel '
Maintain Divizion locstor 0

Investisnte and roccamend %0 C/25 sction on edvance and LIOP lexve requests
Answay questions oo lesve _ L

(Pulget & Firaace)
Maintalin overiime records
Contyeld point for T & A's and ahwcks

(r.maa!>
Violatione-Readquarters:
. Boviev circumstances vith Office of Security Representative
®. Pregare repoxt of vxnlnutm

25X1A

Approved For Release 2000/08/03 : CIA-RDP61-00423A000100090003-9




Approved -For Release 20 b4 DP61-05)423A000100090P003-9

. Develop and disscuirate Cire ol aeergancy plaus
3. wmmmmwmm‘
g. Prepare ctaff-lusy Beovriiy roster

3’?: Counseling --fmun travel, mcmtm and references for enplogemat.

. 3. nomr.aummt.mmmlmmm

Approved For Release 2000/08/03 : CIA-RDP61-00423A000100090003-9



